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Security Informahon

OFFICE OF GENERAL SERVICES

REPCRT OF OPFRATIONS | ADMINx&n WATIVE SERVICE

Chief, Records Management & Distribution Branch
Chief, General Services

Weekly Renort of Operatlons for the perlod ending
18 February 1953,

Pergommel On Duty Vacaneies In Process
Office of Chief 0 0 25X1
Reds, Mgt. Section Z, 6
Reds, Center Section 1 1
Mail Control Section % .3.»%
1. HNo, on leave three days or mores
Reds, Mgt. Seetion 0
Ma2il Comtrol Section 4
Hecords Center Seaq, 2
2, HNo, on special detail out of office 2 , How long?
Lecords Mgt. Seetione 1 Full week:
Records Center Sec, = O
¥all Control Sec, « 1 Full week
3. Vhere: OUme man in Trangportation Division as full time courier,
One Hecords Anmalyst to Jackson Commission,
4e No, pending resignation, transfer and/or reaspigrment,
Records Mapagement Section - O
Hecords COenter -1
Mail Control wl3
5. Spaeific cases on ltem 4 not in nrevious mmrtsd | Coulbl,

6, New applicante interviewed _lome , Recruited by Personnel None .
Recrulted by this office __Nome
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Administration and Problemss

Regords Mansgement Section- In the Office of P&S, the Correspondence
Contrel System and the §u539et Mumerle System of Clasgification and
Filing have been installed in the Transportation Division, Supply
Divisionsand Cffice of the Chief of Procurement and Supply Office,

chagey Real Estate & Construction and Coordination and Require
nentg are the Division in which the systems have not been installed, -
In checkihg back with the Divisions vwhere the systems have been
installed, they report that it is saving them time and doing awny
with many duplicaie copies of correspondence,

The drafting of deposit schedules for Vital Materials has been
completed for OCD/IR, the Office of Personnel, and the Inspection
and Security 0ffice, In '

In an attempt to reduce the amount of microfilming presemtly being done,
it was decided end concurred in by the 0ffice of Persomnel that three
projects previcuasly scheduled for microfilming be deposited by DIRECT

The Offlece of Training has mot ag yet notified thisg Office of their
intent in regard to deposits, but it is understood that an snswer to
our letter is presently in the 0ffice of the Divector of Training,

Mail Control Section= On Thursday, 12 February, the Mail Control
Section assumed the full responslbility for servicing the F,I, Post-
Cffice boxes, The vehicle formerly used by FI for this run will now
be used by the Mail Control Section, The transfer of this vehicle
from FI to Mail Control Section makes 11 necesssyy to perform three
additional reguluor itrips per doy and increases the number of daily

" scheduled trips from 43 to 46, The additional trips are ag follows:

1. 10:00 A.Y, to 12:00 Post Office run,

2, 8:30 A,M, Plek up Speciales from FI and deliver divect to
two (2) points in the Administration Building,

3, 1:00 P,¥, Deliver cable book from OCI, 2028 Que, to DD/P,
1052 1. Puilding. Pick up two (2) specials from DD/P and
deliver direet to two (2) points in the Administration
Building,

The courler assigned to speecisl ﬁuiy¥wiﬁh'the Office of the Director
were reugulred to make twe rips in the past week and on these nights
were released at 2100 and 2230 oielock, ’ i
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Thig Weels
1, Microfilming _
Images filmed-Rotary Camera ' 1,687 21,300
Flat-bed Camera ,4,51, 13,000
2, Records Center-(all figures in cubie fett)
Records recelved for processing
and storage 140-2/3 -
References to record materisl o7 220
Records material destroyed R 14  —
3. Supplemental mgﬁributian Center
8, New material for stock |
Information Reports o73 549
Intelligence Reports | L4 63
b, Suppl@meﬁtal Distribution:
Information Reports 341 229
Intelligence Repor‘hs . 256 160
Hotices ' ' 8 54
Regulations 7 145
Others 1 14
e, Initial Dmm’ibuticn, _ _
Kotices 3 2.8
RBegulations 0 1.6
Others 4] o3
4e ¥all Aetdvities
a, FPost Uffice lall , ,
Incoming 5,023 54150
Outgoing 8,549 64550
b. Postage expended | £977.,67 & 775,00
¢, Scheduled Courier trips L2826 215
d, - Special Courier trips 77 334
e, Inter-Agency mail by courier :
Incoming 1,096 770
Outgoing 1,434 ,?'?'5
f. Persgounel act.mm t
Recrultaenis 0 -
Sezp%mtiam 0 -
g. Use of lotor Pg I@E&g@i 0@ yihd
Available 2 " -
Available but delgyed “ ¢ -
Rot Avellakle COF\H;M&E@N!& AL 2
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